<)
b
=
5

a

gﬁo’ﬁ Ug
{mg

N&W
/Ty 10

{4 ND St<

U.S. Citizenship
and Immigration
Services

DEPARTMENT OF HOMELAND SECURITY

U.S. CITIZENSHIP AND IMMIGRATION SERVICES

ELECTRONIC IMMIGRATION SYSTEM (USCIS ELIS)

DATE: 11/12/14

CUSTOMER USER MANUAL



USCIS ELIS Customer User Manual

Customer User Manual
for
USCIS Electronic Immigration System

Submitted for: USCIS Electronic Immigration System 11/12/14
System or Project Date

Revision History

Version Date Name of Author Summary of Changes

1 11/12/14 TIDS Team First USCIS ELIS Customer User Manual.

November 12, 2014




USCIS ELIS Customer User Manual

1.0
2.0

3.0

4.0
5.0

6.0

7.0

8.0
9.0

10.0

Table of Contents

INTRODUCGTION .......ccoeeeeeeeeeeee e e eeee e e e s e e s e e s e s e e e e e s s eeesssssesssssesnsesesnsessssnsssssssseseennnnnnnnes 6
OVERVIEW OF USCIS ELIS .......ceeeeiiiieieieennnnnnnnnnnnnnnssnnsnnnnssssnnsssnsnnnnnnnnnnnnnnnnns 7
N T © S T 0 1S T e I R 7
2.2  What this manual Offers ........ccccooo i 7
USING THIS USER MANUAL........co oo oeeeeeeeeeeeeeeeee e e e e e e s s e e s s e s s e s e s s s s s s s s e s s e e s s e e e e e e e e e e e 8
3.1 SyStem reqUIrEMENTS .........uuiiiiiiiiiiiiiiiii i eeeeeeenennees 8
THE FORM I-90 PROCESS .........o oo 9
LOGGING IN TO USCIS ELIS ... 10
5.1  Setting up a profile/account in USCIS ELIS...........cccccoeeiiiiiii 10
T2 Mool | = ES 3= e UE ) (o]0 0= O RTRN 18
NAVIGATING USCIS ELIS ... e e e e s e e e e e s e s e s e s s s e s e s s s e e s e e e e e 19
6.1 Customer Home tab..........ooueiiiiiii e 20
6.2  Customer Profile tab ..............eeeiiiiiiiii s 22
6.3  Navigation Panel..........oooooiiiiiiii e 27
COMPLETING FORM I-90........couueuueeennnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnsnnnnnnnnnnnnnnnnnnnnnns 28
7.1 Create New Case —Form [-90 ..o 28
A% I B Y V] €= 110 LS 29
71,2 ACCOUNL ...t e e e e e e e e e e e e e e e eeneeees 30
7.1.3 YOUr FUITNGME ... e 31
7.1.4 MailiNng AQAIESS.....eeeiiiiiiiiiiiiiiiiiiiiiiieeeeeeeeeaeeeeeeeeeeeeseeeeeeeeessneeaaennnne 32
7.1.5 Physical AdAress.........uoiiiiiiiiii e 33
7.1.6 Contact Information..............ouuiiiii i 34
7.1.7 Additional and Biographical Information.............cccccccceiiieieiiiinnn, 35

7.1.8 Processing Information, Accommodations, Preparer, and
INtErPreter ... 36
472 =Y/ T 1= g o= TN U o] o = Yo 1 40
7.2.1 Upload INStruCtionsS .........ccoovuiiiiiiiiec e 41
7.2.2 File UPload........ooeuiiiieieieeeeeeci e e e 42
7.3  Review APPlCAtioN .......ccoouiiiieei e 43
7.4  Attestation and Acknowledgement SCreen ...............eeevvveieiiiieiiiinieiiennnnns 44
48 T == (o | o SR 45
7.6 Payment and Submission Confirmation................cccccuuiiiiiiiiiiiiiiiiiiiiieiis 47
CHECK THE STATUS OF YOUR CASES.........oeeeeeeeennennnnnnnnnnnnnnnnnnnnnnnnnnnes 52
RESPONDING TO A REQUEST FOR EVIDENCE (RFE) .......cccoovviiiiiiiiiiiieennnn. 53
9.1 LogintO USCIS ELIS ....oueiiiiiiiiiiiiiiiiieiitiiiieeeeeeeeeeeeeeeeseeeneennnnnes 53
9.2 Review Receipt Notice and RFE Notice...........coovviiiiiiiiiiiiiie, 54
9.3 Respond to an RFE and Uploaded Evidence .............ccccoeeiiiviiiieeeeennnnnnn. 55
9.4  Upload Evidence Files to Respondto an RFE..............cccoooiiiiiiiiiiinennn. 57
9.5 Confirm Evidence Upload ............coooiiiiiiiiiiie e 58
9.6  Upload Additional DOCUMENTS..........ccoeiiiiiiieeee e 59
RESPONDING TO A CLOSED CASE .......ooo oo eeeeeeeeeeeee e ee e e ee s ee e s e e e s e e s e s e e 62
10.1 Closed Approved Case NOLICE...........uiiiiiiiiiiieeicie e 62

November 12, 2014 1



USCIS ELIS Customer User Manual

10.2 Closed Denied Case NOtICE.........ouuuiiiiiiieeeieeeee e 63
11.0  WHERE TO FIND HELP .......cco i eeerree e e e ssscssssss s e e s s s s s ssssmnn s e s e s s ssmmnnnnes 64
APPENDIX A — GLOSSARY ....ooiiiiiiiiieeeseesssss s s s s s s s s s s s s s s s s s s s s s s s s s sssss s s s s s sssssssssssssssssnssnnnes A-1
APPENDIX B — ACRONYMS ........cooiiccccmmmrrrrerssssssssssnnssss e s s sssssssssssnnnssesssssssssssssnnnnnes B-1

November 12, 2014



USCIS ELIS Customer User Manual

List of Figures

Figure 4.0.1 Customer Role Process FIOW Map .........cccoooiiiiiiiiiiiiiiieceeeeeeeeceee e, 9
Figure 5.1.1: Create New ACCOUNL ..........oooiiiiiiiiiiiiiieeeeee e 10
Figure 5.1.2: Online ACCOUNE SELUP......uuiiii i 11
Figure 5.1.3: Confirmation Email NotiCe............oooviiiiiiiiiii 11
Figure 5.1.4: Confirmation Instructions — Email...............ccccmmiiiiii e 12
Figure 5.1.5: Enter New PassWord.............coooiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeee 12
Figure 5.1.6: One-time Password Preference ...........cccoooooviiiiiiiiiie e 13
Figure 5.1.7: Secure OTP Notification............coooviiiiiiiiiiiiii 13
Figure 5.1.8: OTP PasSSWOId .........coooiiiiiiie et e e e e e e e e e e e e aeeeens 14
Figure 5.1.9: Create Account Information..............coooiiiiii 14
Figure 5.1.10: Login Confirmation ...........ccccooriiiiiiiiiie e 15
Figure 5.1.11: LOg IN PAGE «.cceiiiiiiiiieieeeeeeeeeeeee e 15
Figure 5.1.12: FOrgot your PasSWOId ..........cccoiuiiiiiiiiiiee e 15
Figure 5.1.13: Message about Email..............coooiiiiie 16
Figure 5.1.14: Email with INStruCtions.............cooiiiiiiii e 16
Figure 5.1.15: Password Reset QUeSHIONS ..........cccooviiiiiiiiiiiiiiiie 16
Figure 5.1.16: Change PassSWOrd...........ccccooiiiiiiiiiiiiic e 17
Figure 5.1.17: Confirmation MeSSage ............couviiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeee 17
Figure 5.2.1: CUStOMEr LOGIN .......cooiiiiiiiie e e e e e e e e e e e eeeens 18
Figure 6.0.1: HOME Tab ....cooiiiiii e 19
Figure 6.0.2 Profile Tab........coo oo e eeeeeaes 19
Figure 6.1.1: Customer Home Tab Options..........ccooviiiiiiiiiiiiiiiiiiieeeeeee 20
Figure 6.1.3: Edit User Information..............oooooriiiiii e 21
Figure 6.1.4: Edit Current Password and Update............cccccviiiiiiiiiiiiiiiiiiiiieeeeee 21
Figure 6.2.1: Customer Profile Screen OptionS..........cccoooeiiiiiiiiiiiie e 22
Figure 6.2.2: Customer Profile Screen OplionS............cooovviiiiiiiiiiiiiiiiie 23
Figure 6.2.3: Change Contact Preference..............ccoooeiiiiiiiiiiiicie e 23
Figure 6.2.4: Account Information Edit ... 24
Figure 6.2.6: Change Mailing AdAreSsS .........coooiiiiiiiiiie e 25
Figure 6.2.7: Change Mailing AddressS .........oooiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeeee e 25
Figure 6.2.8: Change Physical AAAreSs ..........ooovuiiiiiiieiii e 26
Figure 6.2.9: Change Physical Address information ............cccccciiiiiiiii 26

November 12, 2014 3



USCIS ELIS Customer User Manual

Figure 6.3.1: Navigation Panel OptionS...........ccooiviiiiiiiiiiiiiiiiieeeeeeeeeee 27
Figure 7.1.1: Create an 1-90 .......coooiiiiiiie e e e e e e 28
Figure 7.1.1.1: My Status and Reasons for Application............ccccccvvviiiiiiiiiiiiiiinn. 29
Figure 7.1.2.1: A-Number and Account NUMDEr ...........coooiiiiiiiiiiie e 30
Figure 7.1.3.1 Your FUIl NamMe .........oooiiiiiiieeeeee 31
Figure 7.1.4.1 Mailing AdAreSS.......coouiiiiiie et e e e e e e e e e eaeeees 32
Figure 7.1.5.1 Physical AdAress...........coooiiiiiiiiiiiiiiiieeeeeeeeeeee 33
Figure 7.1.6.1 Contact Information .............ccoor oo 34
Figure 7.1.7.1 Additional and Biographic Information.............ccccccevviiiiiiiii. 35
Figure 7.1.8.1: Processing INformation..............ooouuiiiiiii i 36
Figure 7.1.8.2: Accommodations for Individuals with Disabilities and Impairments....... 37
FIQUIE 7.1.8.3: PreParer ...... ittt e et e e e e e e e e e e e e e e e aeeaeeeees 38
Figure 7.1.8.4: INterpreter... ..o 39
Figure 7.2.1: Evidence UpPload .............uuiiiiiiiieeeeee e e e e e e e eeaes 40
Figure 7.2.1.1 Upload INStruCtioNS ..........oooiiiiiiiiiiiiiiiiieeeeeeeeeee e 41
Figure 7.2.2.1: File UPIOAd ........ccooeieieiiiie et e e e e e e e e e eeeees 42
Figure 7.3.1: Review AppliCation .......... oo 43
Figure 7.4.1: Acknowledgement of Required Appointment ..............cccoviiiiiiiieeeeeeeeens 44
Figure 7.5.11 BE-SigN ..cooooiiiee 45
FIgure 7.5.2: SIGNaAtUre.........ooe it e e e e e e e e e e e e eeenees 46
Figure 7.5.3: Submit I-90 and Important NOtes ... 46
Figure 7.6.1: Pay.Gov System — Check Card...........cccccooiiiiiiiiiiiiieee e 47
Figure 7.6.2: Pay.Gov System — Visa or Credit Card .............ccccevviiiiiiiiiiiiiiiiiiiiieee, 48
Figure 7.6.3: Authorize Payment............ooui e 49
Figure 7.6.4: Submission Confirmation ... 50
Figure 7.6.5: RECENE NOLICES ......ccoiiieeeeee e e e e e e aeeaes 51
Figure 8.0.1: CUStOMEr LOGIN .......cooiiiiiiiie e e e e e e e eeeeens 52
Figure 8.0.2: Receipt and Case Documents...........ccooovviiiiiiiiiiiiiiiiiiiiiieeeeeeee 52
Figure 9.1.1: Sign INto USCIS ... 53
Figure 9.1.2: Home Tab and Recent NOtICES ..........ccoovviiiiiiiiiiiiiiii 53
Figure 9.2.1: Request for EVIAENCE .........cooiiiiiieeeeee e 54
Figure 9.2.2: Review RFE Notice and Pending RFE Response...........ccccccceiiiiiiiinnen. 54
Figure 9.3.1: Case DetailS..........coooeieiiiiiie e 55

November 12, 2014 4



USCIS ELIS Customer User Manual
Figure 9.3.2: Uploaded Evidence and Respond to RFE..........ccccoiiiiiiiiie 56
Figure 9.4.1: Upload Evidence Files for RFE Response ..........cccooeeiiiiiiiiiiiciiiieeeeeeeees 57
Figure 9.5.1: Complete Upload .............iiiiiiiiieee e e e e e 58
Figure 9.6.1: Upload Additional DOCUMENtS ............eiiiiiiiiiiiicce e 59
Figure 9.6.2: Document Type and BrowSe ..........ccooeviiiiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeeeeeeee 59
Figure 9.6.3: Start UplOad ..........cooeeiiiiiiiee e e e e e e e e e eeaaes 60
Figure 9.6.4: Success Message and Close button ... 61
Figure 10.1.1: ClOSEA CaASE.......ccoiieieiiicee ettt et e e e e e e e e e e e e e e aeaeeeaes 62
Figure 10.2.1: Denied CaSe ........ccooiiiiiiiiiiiiiiiiiieeeeeeeeee et 63

November 12, 2014



USCIS ELIS Customer User Manual

1.0 INTRODUCTION

The Department of Homeland Security (DHS) U.S. Citizenship and Immigration Services
(USCIS) Office of Transformation Coordination (OTC), in conjunction with the Office of
Information Technology (OIT), manages the deployment of the USCIS Electronic Immigration
System (USCIS ELIS).

This user manual contains essential information and instructions for filing Form [-90, Application
to Replace Permanent Resident Card, electronically using USCIS ELIS. It provides an overview
of the system, instructions on how to navigate and complete the Form 1-90, and supplemental
resources.
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2.0 OVERVIEW OF USCIS ELIS

USCIS ELIS helps customers successfully submit their immigrant benefit applications and
manage their cases. This section describes USCIS ELIS and the purpose for this manual.

2.1 USCIS ELIS

USCIS ELIS is an online account-based system that allows customers to view applications,
petitions or requests and receive electronic notification of decisions and real-time case status
updates. USCIS ELIS enables customers to do the following:

o Set up and manage accounts conveniently and securely

o Submit applications, petitions, or requests and supporting documents electronically
e Receive and respond to notices and decisions electronically

e Make payments online

e Access real-time information about the status of cases

2.2  What this manual offers

This manual provides a step-by-step tutorial of how to submit a Form 1-90 in USCIS ELIS. Using
USCIS ELIS, a customer can:

e Create and submit a Form [-90

e Upload evidence documents and photographs
e Sign and submit payment for the Form 1-90

e Review the completed application

e Respond to a Request for Evidence

o Check the status of a completed application

November 12, 2014 7
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3.0 USING THIS USER MANUAL

This user manual details the step-by-step process for creating, completing, and submitting the
Form 1-90 using USICS ELIS. The user manual includes the following:

e Instructions

e Screen images

¢ Notes (additional information noted in green boxes)
Links provided throughout the document provide quick access to specific topics. Links are
highlighted and underlined.

Definitions and acronyms used in this document have been linked to Appendix A and Appendix
B located at the end of this document. If you click on one of the provided links to learn the
meaning of term/acronym in this document, you may return to the screen you were on by
scrolling back to the top of that screen using the scroll bar at the far right of your screen. Make
note of the page number before you click a link to an appendix.

3.1 System requirements
You must have the following in order to use USCIS ELIS:

e A computer and monitor
e |[nternet access

o Necessary experience/skills to navigate an Internet browser (e.g., Internet Explorer,
Mozilla Firefox, or Google Chrome)
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4.0 THE FORM I-90 PROCESS
Each section in this manual explains how you can create and submit the Form 1-90. In order to
file a Form 1-90 application, you will need to complete the following steps in USCIS ELIS (See
Figure 4.0.1):

e Set up an account and start the application

e Upload evidence

o Review application

e Pay the application fee

Figure 4.0.1 Customer Role Process Flow Map

USCIS ELIS Form |90 Process Flow

Customer Applying for Form |-90

T View Provide

£ Create a Initiate a Snapshot Pay for Receive | | Biometrics at .

O |USCISELIS— Beneft —» Eldrdlgsge —» andSign —» beneft —» Receipt > Applicant > ch:éve _}Resgggdto_}Chgtt::u?:se
3 Account Request Benefit request Notice Service

0 Request Center (ASC)
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5.0 LOGGING IN TO USCIS ELIS

To log into USCIS ELIS, you will need an account. You can create a new account by clicking on
the Create New Account button as shown in the image below (See Figure 5.1.1). After creating
an account, your profile will be complete and you will be able to log in to your USCIS ELIS
account by entering your email address and password.

Note: ALL customers applying for Form 1-90 Application to Replace Permanent Resident
Card will need to create a new account in USCIS ELIS.

5.1 Setting up a profile/account in USCIS ELIS

Setting up a profile in USCIS ELIS allows you to create an account in USCIS ELIS. You will only
need to set up a profile once.

To access USCIS ELIS go to: https://myaccount.uscis.dhs.gov

Step 1: Click the “Create New Account” button.

Ii;ure 5.1.1: Create New Account

| FORMS RESOURCES OUTREACH
USCIS Electronic Immigration System (USCIS ELIS) Log In @
SECURE LOG IN CREATE A NEW ACCOUNT
Enter your Email address and your Password If you want to apply online OR if you received a Case

Passcode, you need to create a new account.

Email Address:
Advantages of a USCIS ELIS Online Account:
- Request Benefit with Step-by-Step Guide
Password: - Pay Online
- Check Case Status

Forgot or need to reset your password

USCIS Privacy Act Statement =

November 12, 2014 10
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Step 2: Online Account Setup - Enter your Email Address in the field. Click the Sign up
button.

Note: A red asterisk mark : is displayed next to each required field.

Figure 5.1.2: Online Account Setup

Online Account Setup

Your email address is used o log in to your USCIS ELIS Online Account. All USCIS email communications
will be sent to this address

* Email user@mail.com

Sign up

Didn't receive confirmation instructions?

Note: The email address you provide can ONLY be used for Form 1-90. You cannot use an
email address you used from another form. For example, you will not be able to use the
email address you used for Form 1-539 when applying for Form 1-90.

Step 3: When you click the Sign up button, you will be directed to the Log In page. You will
receive a notice that a confirmation email will be sent to your email address. Make sure you
check your email for the confirmation message and further instructions.

I;iqure 5.1.3: Confirmation Email Notice

A USCIS ELIS Online Account access confirmation email has been sent to user@mail com. Please follow the instructions in the email to confirm your Hide
USCIS ELIS Online Account request. If you do not receive the confirmation email within the next 10 minutes, please return to this page and request your confirmation
instructions again

Log In Create a NEW account
* Indicates a required field If you want to apply online OR if you received a Case Passcode,
you need to create a new account
* Email

Advantages of a USCIS ELIS Online Account:

* Password « File an Application or Petition
+ Make a Payment
+ Check Case Status
el N Create a NEW account
Forgot your password?
Didn't receive confirmation instructions?

November 12, 2014 1
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Step 4: Email Confirmation — USCIS ELIS will send a confirmation message and further
instructions to your email. Open a new tab in your web browser to check your email. Click on
the link in the email to confirm your email address and continue to set up your account. The
confirmation email expires in 24 hours. See the email example in Figure 5.1.4 below.

Figure 5.1.4: Confirmation Instructions — Email

B Confirmation instructions age (HTML)
From: usdsicamprogram Gusds. dhs.gov

Ta: usermal.com
o

Subject: Confirmation instructions

Please note that this confirmation link expires in 24 hours and may require vour immediate attention if vou wish to access vour online account in the future.

If vou have any questions, please contact the National Customer Service Center (NCSC) at (800) 375-5283 or (800) 767-1833 (TTY) for assistance,

PLEASE DO NOT REPLY TO THIS MESSAGE

Step 5: When you click on the link in the email, you will need to create a new password. Click
Submit.

quure 5.1.5: Enter New Password

Your email address has been successfully confirmed Hide

Instructions: Enter your password

« Your password must be at least 8 characters in length
» Your password must contain at least one upper case letter, at least one lower case letter, at least one
number, and at least one "special” character

Accepted "special” charactersare: 1 "#5 % &' ()" +.-. . ===22@[]{}/\"_~~

* Password escscenee

* Password esssscece
confirmation

Submit

Note: Your password must be at least 8 characters in length and must contain at least one

upper case letter, one lower case letter, and at least one special character. Accepted special
charactersinclude ! “#$ % & () *+,-.;:<=>2@{}[1/\* _~"|

November 12, 2014 12
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Step 6: One-time Password (OTP) Preference - Select the Email check box if you prefer to be
contacted by email. Select the Mobile check box if you prefer to be contacted by phone. Provide
your mobile number in the field. Select Update. You will receive an email confirmation with the

OTP password.

Iﬁ;ure 5.1.6: One-time Password Preference

One-time Password Preference

If you select to receive text messaging notification to a U.S. mobile phone number listed in your account
and accepi these terms and conditions, you acknowledge that Standard Messaging Rates or other charges
related to these notifications may apply

One-time Password Delivery Options

¥ Email
Contact me by:
¥ Mobile
Mobile Phone 2025551212
Update

N

You must setup and confirm 2FA to confinue. E8a8

Step 7: Go to your email to read the Secure OTP Notification message and retrieve the OTP
password.

Figure 5.1.7: Secure OTP Notification

B Secure OTP Notification - Message (HTML)
From: usdsicamprogram@usas. dhs.gov
To: user@mai.com

Co

Subject: Secure OTP Notification

You have requested a secure one time password (OTP) to log into your USCIS Electronic Immigration System (USCIS ELIS) Online Account.

Please enter this secure OTP: 163373

If you are not attempting to log into USCIS ELIS, please contact the National Customer Service Center (NCSC) at (800) 375-5283 or (800)
767-1833 (TTY) for assistance.

Please be aware that this update might require your immediate attention.

PLEASE DO NOT REPLY TO THIS MESSAGE

November 12, 2014
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Step 8: Log into USCIS ELIS using your new password. Provide the OTP password in the field
and click Submit.

Figure 5.1.8: OTP Password

Your two-factor authentication method has been set. Please confirm that it works Hide

Log In

Enter your secure one-time password

A secure one-time password (OTP) has been sent to your email, please enjfr the OTP that you received

If you do not receive the OTP in 10 minutes, please request a new OTP

* Secure OTP 165575 Submit

Step 9: You will need to provide 5 different questions and answers. Click Update. You will
receive a message confirming your login information.

Figure 5.1.9: Create Account Information

Provide Password Reset Answer

0l P T PABawnn, ol Wil D S Ke VORI (i BW0iT F ket USROG And AfGwars 1 contiom Yol
damiiny ¥ FEset your passwond

Quesiion wihail 1= Lhe kast reme of your favonie childhood leacher? x

Yaur Answer 81

Qwesiion #2 Wil r Lvee st e wl o Favonie chikdivooed Leaue 7 =

Yaur Answar 82

Qwzztion ¢ Wil v Uvee sl reame il oo avonibe Clukdivocd Legiden 7 =

Your Answer 85

Qwezateon fd Wil r U sl reame il oo Faneonile Clubdfeoced Leaiten

Your Answar 24

Quafean 06 wiTial 1 e s Pedme G wQur FaneQi e CIubOReoed lea iy -

Your Answar 85

Updats
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Step 10: You will receive a log in confirmation message.

Note: You will need to change your password every 365 days.

Figure 5.1.10: Login Confirmation

You have successfully crealed your account. USCIS password policy requires you to change your password at leasl once every 365 days. Your Current password will e

expire on October 24, 2015

Step 10

If you Forgot Your Password, you will need to change your password. To change your
password, follow the instructions below.

To access USCIS ELIS go to: https://myaccount.uscis.dhs.gov

Step 1: Click on the Log In button.

Figure 5.1.11: Log In page

Log In Create a NEW account
" Indicates a required fiekd fyou want to apply online CR If you received a Case Passcode
you need to create a new account.
* Email
Advantages of a USCIS ELIS Online Account:
* Password « File an Application or Petition

= Make a Payment

= Check Case Status
Login @ Create a NEW account

Forgol your passwaord?

Didn receive confirmaltion instructions?

Step 2: Enter your email address and click Send me reset password instructions.

Figure 5.1.12: Forgot your Password

Forgot your password?
* Indicates a required fielkd @
* Email user@mall.com

Send me reset password instructions

Sign up
Didn't receive confirmation instructions?

Step 3: Read the instructions on how to proceed. You will need to open your email to read
further instructions.

November 12, 2014 15
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Figure 5.1.13: Message about Email

You will receive an email with instructions on how to reset YOUr PasSWord in & fe minutes. - e

Step 4: When you open your email, read instructions about how to reset your password. Click
on the link in the email to return to USCIS ELIS.

Figure 5.1.14: Email with Instructions

From: usdgamprogram Susos. ths.gov Sent:  Fril0/24/2014 1254 PM
Te: user@mail.com

Ce

Subjedt Password Change Notification

You have asked USCLS to reset your password te log in to vour USCIS Electronic Immigration Svstem (USCIS ELIS) Online Account. To

confirm your request, please click on the link below or copy and paste the entire link into your browser.
https:/save-ferris-dev. 18f us‘users/password edit®reset password token=1Ga8kLiZrpqsTavegdzk

Please note that this confirmation link expires in 24 hours and may require vour immediate attention if you wish to access your online account
in the furure

If vou would like additional assistance, please contact the USCIS ELLS Customer Contact Center via web form at
https:/egov uscis. gov/cris/contactus

PLEASE DO NOT REPLY TO THIS MESSAGE

Step 5: Answer your personal Password Reset Questions to verify your identity. Click Submit.

Figure 5.1.15: Password Reset Questions

Please answer your personal Password Reset Questions to verify your identity.

Question #1 Where did you visit the first time you went out of town without &":}E
Your Answer #1 smith

Question #2 What is the name of the company of your first paid job? |Z|
Your Answer #2 Vegas

Question #3 What was the first team spart you played? |Z|
Your Answer #3 UsCIS

Submit

Step 6: Enter your new password and confirm your password.
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Figure 5.1.16: Change Password

Choose a new passwaord Hide

Change your password
* New password @

* Confirm your new
password

Change my password

Sign up
Forgol your password?
Didn't receive confirmation instructions?

Step 7: Read the confirmation message. Sign into USCIS ELIS with your new password.

Figure 5.1.17: Confirmation Message

Your password has been changed sucoessiully. You are now signed in @ ke
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5.2 Log in as a customer

Once you create a profile in USCIS ELIS, you can log in using your email address and
password.

Launch the Form 1-90 using the following web address https://myaccount.uscis.dhs.gov

Step 1: Enter your Email Address and Password.

Step 2: Select the Log In button.

Figure 5.2.1: Customer Login

Sign in to USCIS Create a NEW Account

If you want to apply online OR if you received a Case Passcode,

Email
Address: ” you need to create a new account.
Password: Advantages of an Online Account:
e * Request Benefit with Step-by-Step Guide
20,1 + Pay Online

» Check Case Status
Create a NEW Account

Note: You have to enter the accurate password. If you attempt to log in 3 times and are

unsuccessful, you will be locked out of USCIS ELIS for 20 minutes before you can log in.

November 12, 2014
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6.0 NAVIGATING USCIS ELIS

Use the navigation panel located toward the middle of the screen (See Figure 6.0.1) to navigate
features within USCIS ELIS. The navigation panel has a Home and Profile tab.

The Home tab includes: The Profile tab includes:
e Recent Notice e Account Information (you can make
e Recent Cases changes to your account information)
e Create New Case e Addresses (you can make changes to
e Actions your address)

Ii;ure 6.0.1: Home Tab

o Contact Us  Accessibiity Plug-ins  Log Out

. U.S. Citizenship

Ly

ITF a0

o

--‘ﬂr_u (=t

UZ and Immigration
sy Services &

l Home [EET Home
Tab View

Recent Notices Actions
= . - = View All My Casas
MNotice Date Receipt Number Applicant Name Notice Type Create ¥
No data available in table New
Case
Recent Cases
No recent cases found.
—— II

Figure 6.0.2 Profile Tab

l it I Profile

Account Information Tab View Address

USCIS Account Number 77393 Mailing A ddre=s

Name 700 Default Ave
Lexington, CA 90210

First N; B
irst Name Bugs USA

Middle Name NMN
Last Name Bunny Change Mailing Address
Contact Information Physical Address
Email myemailid@domain.com 700 Default Ave
Daytime Phone (202) 123-5678 extn - 5674 Lexington, CA 90210
Mobile Phone (234) 678-888990 USA

Biographic Information Change Physical Address
Date of Birth 12/31/1959
Country of Birth Bahrain
Alien Number A123456888

Note: Your session in USCIS ELIS will end if you are inactive for 20 minutes in the system.
If USCIS ELIS ends your session, the system will save your information. However, you will
need to log back in (See Logging in to USCIS ELIS for further information).
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6.1 Customer Home tab

The Customer Home tab provides the following options:

Option to Select

Description

Option 1: Recent Notices

Review the notice date, receipt number,
applicant name, appointment schedule
information, receipt notice and other notice
types.

Option 2: Recent Cases

Review current cases. Select the receipt
number to access a case’s status and status
message and notice type.

Option 3: Create a New Case

Create a new case by selecting the green
button.

Option 4: Actions

View and edit your profile and view all
submitted and started cases.

Note: Option 3 Create New Case is discussed further in Section 7.1.

Figure 6.1.1: Customer Home Tab Options

STARTL

U.S. Citizenship
and Immigration
Services

&

&

e

Contact Us  Accessibility  Plug-ins  Log Out

Status Message: “Your benefil request has bean
accepied and |5 under review.
Pending Action:

Draft Expiration Date:
View Case Details for |OEDT 33696765

Recent Notices Actions
~ . . - » Manage My Contact Preferences, Change
Motice Date Receipt Number Applicant Name Notice Type My Addresses
AARZA-LO .
10114 IOEOT33606TES E;f:l"' LOPEZ, LUPE Appaintment Scheduled Viaw All My Cases
GARZA-LOPEZ, LUPE
1001414 IOEDT33606TES a Receipt Notice
NMN
View All Nofices
Option 4
Recent Cases @
Receipt Number: |0EDT33696765
Request Type: Application to Replace Permanent
Residence Card
Case Recelved Date: 10/01/2014
Received As: EFile
Status: In Process
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To Edit Profile:
Step 1: Select the View/Edit Profile link under the Actions option.

Step 2: Edit your contact information, password, OTP password, and current password as
needed. See Figure 6.1.3 below.

Step 3: Click Update.

Figure 6.1.2: Customer Home Tab Options

—
m Profile
Recent Notices Actions

" < " A * View | Edit Profile
Notice Date Receipt Number Applicant Name Notice Type « View All My Cases
1114714 I0E0553508503 OARZ/LOPEL, LURE Request for Evidence

NMN
I GARZA-LOPEZ, LUPE —_—
1114114 HOEDS53508503 NMN Re:eu::. Notice
Figure 6.1.3: Edit User Information
Edit User
Contact information
* Indicates a required field
[ * Email user@mail.com
Maobile 2025551212

Password

Password

Password confirmation

One-time Password Delivery Options

| Email
Contact me by

/| Mobile

Figure 6.1.4: Edit Current Password and Update

* Current password

we need your current passw ord to confirm your changes
Update Password Reset Questions

Update

Unhappy? Cancel my account
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6.2 Customer Profile tab

The Customer Profile tab provides the following options:

Options to Select

Description

Option 1: Account Information

Review your name and biographic information,
and change your contact preference.

Option 2: Mailing Address

Review and change your mailing address.

Option 3: Physical Address

Review and change your physical address. A
physical address can be where you physically
reside.

Figure 6.2.1: Customer Profile Screen Options

Account Information

USCIS Account Number 023037728038
Name
First Name JANE
Middle Name Ny
Last Name BAUTISTA
Biographic Information
Date of Birth 02/08/1085
Country of Birth Philippines
Alien Number A010351108

Contact Information
Email efis2user_rs+1108rfe@outiook.com
Mobile Phone (201) 222-2000
Daytime Phone (201) 111-1000
Contact Preference Contsct me by email and mobile phone
Change Contact Preference

Address

Mailing Address

RAMOHN TORRES AND ASSOCIATES

11 DUKE, APT. 1A
@ Change Mailing Address

NEW YORK. NY 10001
Change Prysical Address

Physical Address

22 MAIN, APT. 2B
NEW YORK. NY 20001
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To Change Contact Preference:

Step 1: Select the Change Contact Preference link.

Step 2: Review and edit your contact information.

Step 3: Select Save or Cancel.

Fiﬁure 6.2.2: Customer Profile Screen Oﬁtions
-]

Account Information

Address

Mailing Address

USCIS Account Number
Name

First Name
Middie Name
Last Name

Biographic Information
Date of Birth
Country of Birth
Alien Number

Contact Information
Email
Mobile Phone
Daytime Phone
Contact Preference

023087726038

JANE
NMN
BAUTISTA

D2/08/198s
Philippines
AD19851106

elis2user_rs+1108rfe@outiook com
{201) 222-2000
(201) 111-1000
Contact me by email and mobile phone

RAMON TORRES AND ASSOCIATES [}
11 DUKE, APT. 1A
NEW YORK, NY 10001

Change Mailing Address

Physical Address

22 MAIN, APT. 2B
NEW YORK. NY 20001

Change Physical Address

Change Contact Preference

Figure 6.2.3: Change Contact Preference

Change Your Contact Preference X

NOTIFICATIONS (ALERTS)

MNOTIFICATIONS (ALERTS) can keep you informed about activity in your account and/or case(s). You can receive email and mobile notifications anywhere at
any time. These notifications can alert you of recent updates to your account or changes in your case status.

If you select mobile notifications as your preference, please note that:
+ Standard SMS (text) message fees may apply. Check with your mobile phone service provider for details.
+ USCIS will NOT send SMS (text) messages to international mobile phone numbers.

IT you want to receive notifications by email or mobile phone, you must enter an Email Address or Mobile Phone Number. If you want to receive nofifications by
email or mobile phone number, or by both, please (v) the box next fo each field.

MNOTE: If you do not wish to receive notifications by email or mobile phone, please leave the Email Address or Mobile Phone Number fields blank (or "empty™)
and do not check (v the box.

Please indicate below how you would like to receive notifications:

Contact Information

LU

Email Address Contact me by email

new account@mail com

4

Mobile Telephone Number Contact me by mobile phone

(315) 555-2000

Daytime Telephone Number (315) 555-1000

Step 3

Ccmon [ s
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Step 4: Read the confirmation message and review the changes you made to your Contact
Information.

Figure 6.2.4: Account Information Edit

@ SUCCESS: You have successiully changed your Contact Preference.

Account Information Address

USCIS Account Number 049051059984 Mailing Address

Name ROSA RAMOS AND ASSOCIATES
222 NEW, STE. 1000
EL PASO, TX 35100

First Name LUPE
Middle Name NMN

Last Name GARZA-LOPEZ Change Mailing Address
Biographic Information Physical Address
Date of Birth 01/01/1990 222 NEW, STE. 1000
Country of Birth Mexico EL PASO, TX 35100
Alien Number A012345678 Change Physical Address
Contact Information
Email new account@mail com

Mobile Phone (315) 555-2000

Daytime Phone (315) 555-1000
I Contact Preference Contact me by email and mobile phone

Change Contact Preference

Step 5: Log into your email account. Read the email that confirms the changes you made to
your contact information. Use the link in the email to return to USCIS ELIS.

Figure 6.2.5: Email Confirmation

USCIS-ESB@DEVTECC. USCIS.DHS. GOV Wed 9/24/2014 4:07 PM
user @gmail.com

Subject: Account Update Motification

Dear LUPE GARZA-LOPEZ:
USCIS has updated your account. Please access your account to view that update.

http://www.uscis.gov/uscis-elis

This e-mail message cannot be used as evidence of status or to procure an immigration benefit.

Please be aware that this update might require your immediate attention.

If you have any questions, please contact customer service at (800) 375-5283 or (800) 767-1833 (TTY) for assistance.

PLEASE DO NOT REPLY TO THIS MESSAGE
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To Change Mailing Address:

Step 1: Select the Change Mailing Address link.
Figure 6.2.6: Change Mailing Address

-

Account Information Address

USCIS Account Number 023087728028 Malling Address

RAMON TORRES AND ASSOCIATES
11 DUKE, APT. 1A
NEW YORK. NY 10001

Name
First Name JANE
Middie Name NMN
Last Name BAUTISTA Change Mailing Address
Biographic Information Fhysical Address
Date of Birth 02/08/1885 22 MAIN, APT. 2B
Country of Birth Philippines NEW YORK. NY 20001

Alien Number 4019351106 Change Physicsl Address

Contact Information
Email efis2user_rs+1108fe@outiook com
Mobile Phone (201) 222-2000
Daytime Phone (201) 111-1000
Contact Preference Contsct me by email and mobile phone
Change Contact Preference

Step 2: Review and edit your mailing address.
Step 3: Select the Save button to save your address changes.

Step 4: Select the Next button to proceed to the next section or Cancel to reject your changes.

Figure 6.2.7: Change Mailing Address

Change Mailing Address

* Indicates Required Field
Mailing Address
In Care of Name
ROSA RAMOS AND ASSOCIATES
Street Number and Name™ Apt/Ste/Fir Apt/Ste/Fir Number
| 222 NEW || suite [=] | 1000

Country™
United States (=]

2

City/Town™ ZIP Code
EL PASO [=] 35100

Step 4
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To Change Physical Address:

Step 1: Select the Change Physical Address link.

Figure 6.2.8: Change Physical Address
]

Account Information

USCIS Account Number 023037728038
Name
First Name JANE
Middle Name MMM
Last Name BAUTISTA
Biographic Information
Date of Birth 02/08/1085
Country of Birth Philippines
Alien Number AD19351106

Contact Information
Email efis2user_rs+1108fe@outiook com
Mobile Phone (201) 222-2000
Daytime Phone (201) 111-1000
Contact Preference Contact me by email and mobile phone
Change Contact Preference

Address

Mailing Address

RAMON TORRES AND ASSOCIATES
11 DUKE, APT. 1A
NEW YORK, NY 10001

Physical Address

22 MAIN, APT. 2B
NEW YORK. NY 20001

Change Mailing Address

Change Physical Address

Step 2: Review and edit your physical address.

Step 3: Select Save or Cancel.

Figure 6.2.9: Change Physical Address information

Change Physical Address

Physical Address

| My physical address is the same as my mailing address

Step 3

Street Number and Name™ Apt/Ste/Fir

AVENIDA DEL CHARRO Apartment =]
Country™

Mexico (=]
City/Town™ Province

CIUDAD JUAREZ CHIHUAHUA

Apt/Ste/Fir Number

Postal Code

* Indicates Required Field

Cancel

Note: Once you submit your case, you cannot make changes if the adjudicator is reviewing
or makes changes to your account information and address.
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6.3 Navigation Panel

On the left side of the screen, you can always access the following options:

Option to Select

Description

Option 1: Form 1-90 Instructions

Review the instruction of Form [-90, which are
the instructions provided to people filing on

paper.

Option 2: Application Fees

Review application fees associated with this
benefit type.

Option 3: Save Draft and Exit buttons

Save the information you have entered and
Exit out of your account

Option 4: Links to access different sections

Navigate to the different sections of your
application

Figure 6.3.1: Navigation Panel Options

rhEry

U.S. Citizenship
| and Immigration
Services

FANE 3E

Homs: Prodile

ﬁuﬂn 180 Instneclions

Appdcation Fees:

Filing E-'ZI
Biometic Senices L]
Total: &0

%’

and cormecl. ¥iou many

180 Aggplization

Uipload Evidenos

= Favhaw

Altestatond <
Acimowiedgament

E-=ign

™ J

S i esir endinety on your Copy ol 1

ghicalion i it% enlinély 1o ensure Thal of is cq

sxae and pant a oopy of your apphcabon Io)
s of this page to refurn o your appiicahon

Note: Draft cases that are not completed within 30 days will be deleted.
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7.0 COMPLETING FORM I-90

This section provides you with instructions on how to:

e Create a new case

e Upload the evidence documents needed for your case

e Review your application
e Sign Form I-90

e Pay for the application

You will be able to complete each of these tasks by following the instructions below.

71 Create New Case — Form 1-90

Once you are logged in and are on the Home tab, you can create a new case. This section
gives you instructions on how to create a new case and how to provide additional information
that may be needed for your case.

Step 1: On the Home tab, select the green button Create New Case.

Step 2: Read the information in the “I-90” box to determine if you should use a Form 1-90 or a
different form.

Step 3: If you read the information in the 1-90 box and determine that you can still file a
Form 1-90, select the Create an 1-90 button.

Ii;ure 7.1.1: Create an 1-90

Create a New Case @

-0

1Jse Form |90 fo apply for a replacement or renewal of your existing Permanent Resident Card (also known a3 a Green Card). If you are a conditional permanent rasident, do not submit this
form to remove conditions on your Green Card. To remove conditions on your Graen Card, submit Form |-751, Petition fo Remove Condltions of Residence, if you obtained your Green Card
through marriage or Form |-829, Pefition by Entrepreneur to Remave Conciions, if you abtained your Green Card through financial investment in a U.S. businass.

Create an |-90 Step 3

e —
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7.1.1 My Status
The My Status section refers to your current immigrant status. There are three status options
available to Form [-90 applicants:

1. Permanent resident

2. Permanent resident in commuter status

3. Conditional permanent resident
When choosing your status, keep in mind that you can only choose one. Review the instructions
to see how you should fill out the My Status sections.

Step 1: Select the Permanent Resident, Permanent Resident in Commuter Status, or
Conditional Permanent Resident checkbox.

Once you choose your status, the Reason for Application section appears.

Step 2: Select the reason that most applies to you. For example, you can select the “My
previous card has been lost, stolen, or destroyed” checkbox if this applies to you (See
Figure 7.1.1.1 below).

Once you select a reason for replacing the card, an application fee will appear on the left side
of the screen. Continue to the Account section.

Note: At any time, you can select the Save Draft and Exit buttons, or the Form 1-90
Instructions button to view further details about the Form 1-90. These buttons are located on
the left side of your screen (See Figure 7.1.1.1).

Figure 7.1.1.1: My Status and Reasons for Application

* Indicates Required Field

m My Statusis*  ?

{#| Permanent Resident

+ |-90 Application ~
= My Status
= Account
= Name

= Mailing Address
- Physical Address Reason for Application *

Permanent Resident In Commuter Status
(| Conditional Permanent Resident

= Contact =
= Additional Information =
= Processing Information ,,
= Preparer

= Interpreter

My previous card has been lost, stolen, or destroyed.

My previous card was issued but never received.

My existing card has been mufilated.

My existing card has incorrect data because of DHS error. (Scan the card that contains the incorrect data and upload it for inclusion with this application under
"Evidence Upload. ")

+ Upload Evidence | My name or other biographic information has been legally changed since the issuance of my existing card.

* Review (| My existing card has already expired or will expire within six months.

* Aftestation! " I have reached my 14th birthday and am registering as required. My existing card will expire AFTER my 16th birthday. (Do not select this option if you are filing

:“"_""""e"“me“t this appiication bafors your 14th birthdzy, or more than 30 days after your 14ih birinday. Select te anplication type, I have a prior edition..” below)
P-su;n ; (" I have reached my 14ih birthday and am registering as required. My existing card will expire BEFORE my 16th birthday. (Do not select this option if you are
+ Paymen

filing this application before your 14th birthday, or more than 30 days after your 14th birihday. Select the application type, "I have a prior edition...” below.)
| am a permanent resident who is taking up commuter status.

| have been automatically converted to permanent resident siatus

Form -90 Instructions | I have a prior ediion of the Alien Registration Card, or | am applying to replace my current Permanent Resident Card for a reasan that s not specified above.
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7.1.2 Account

This section provides instructions on completing the Account section of your Form 1-90. You
will need your Alien Registration Number, also known as your A-Number. Select the link below
to read more about the A-Number.

Step 1: Enter your Alien Registration Number (A-Number). (Required)

Step 2: If available, enter your USCIS ELIS Account Number.

Figure 7.1.2.1: A-Number and Account Number

Account Step 1

Alien Registration Number (A-Number)* A

USCIS ELIS Account Number (if any) m
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7.1.3 Your Full Name

The Form 1-90 requires your current full name. If your name has changed since you received
your Permanent Resident Card, you need to provide your previous name.

This section provides instructions on how to complete the Your Full Name section.

Step 1: Enter your name in the Family Name, Given Name, and Middle Name fields.

a. Check the box | do not have a given name (first name) or | do not have a middle
name if this applies to you.

Step 2: If your name has legally changed since your Permanent Resident Card was issued,
select Yes and enter your current name(s). Otherwise, select the appropriate answer.

Figure 7.1.3.1 Your Full Name /\

Your Full Name Step 1

NOTE: Your card will be issued in this name

Family Name (Last Name)® Given Name (First Name)” Middle Name™

admin-last admin-first admin-middle

[T 1 do not have a given name (first name) [E11 do not have a middle name
Has your name legally changed since the issuance of your Permanent Resident Card?*
Yes " No (| N/A - | never received my previous card
Family Name (Last Name)™ Given Name (First Name)* Middle Name™
/ [T 1 do not have a given name (first name) [T1 1 do not have a middle name

Step 2
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7.1.4 Mailing Address
This section provides instructions on how you should complete the Mailing Address section.

Step 1: Enter your Street Number and Name, City/Town, Country, and all mailing address
information that applies to you.

Once you complete all the mailing address fields, a pop-up box titled Address Standardization
(USPS) will appear to the right side.

Step 2: Choose the mailing address preference you want to use. If you want to use the address
in the Address Standardization (USPS) box, select the Use this Address button inside the
pop-up box.

Figure 7.1.4.1 Mailing Address

Mailing Address

In Care of Name

USPS found an address matching your entry, do you

Street Number and Name” Apt/Ste/Fir Number want to use this address instead?
111 Tower Drive E
Bt 700 Default Ave
United States [+] LEXINGTON, KY 40508-3422
City/Town” State™ Zip Code™
Allen Massachusetts B 22111 Use this Address
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7.1.5 Physical Address
When filling out the Physical Address section, you have the option to provide an additional
physical address or to use your mailing address as your physical address.

Step 1: If your physical address is different than your mailing address, fill in the correct address
information. Do not check the box.

If your physical address is the same as your mailing address, select the My physical address
is the same as my mailing address checkbox to auto-populate the fields using your mailing
address.

Figure 7.1.5.1 Physical Address

Physical Address

il § physical address is the same as my mailing address

Street Number and Name
111 Tower Drive

Apt/Ste/Flr Apt/Ste/Fir Number

Select |Z|

Country™
United States E|

City/Town™ State” Zip Code™
Allen Massachusetts |E| 22111
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7.1.6 Contact Information

Provide accurate and up-to-date contact information. It will be used if USCIS needs to contact
you.

Step 1: Provide a valid Email Address, Daytime Telephone Number, and Mobile Telephone
Number.

Figure 7.1.6.1 Contact Information

Contact Information

Email Address admin@example com
Daytime Telephone Number

Mabile Telephone Number (808) 555-1212
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7.1.7 Additional and Biographical Information

The Form 1-90 requires your date of birth, country of birth, gender, and further information.
This section provides instructions for completing the Additional Information and Biographic

Information sections.

Step 1: Enter Date of Birth, Country of Birth, Date of Admission, Gender and additional

biographic information in the applicable fields.

Figure 7.1.7.1 Additional and Biographic Information

Additional Information

Biographic Information

Date of Birth™ Gender” Select E
Country of Birth™ —— . Feet
City/Town/Village of Birth Inches
Weight (in pounds)
Mother's Given Name (First Name) Eye Color
Father's Given Name (First Name) Hair Color
U.5. Social Security Number(if any) What is your ethnicity?
What is your race? (Select all applicable)
Class of Admission Select E :: American Indian or Alaska Native
Date of Admission”™ r EE:E or African American
I”| Native Hawaiian or Other Pacific Islander
" White

Note: Enter Date of Birth as MM/DD/YYYY.
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7.1.8 Processing Information, Accommodations, Preparer, and Interpreter

This section gives you step-by-step instructions on how to fill out the Processing Information,
Accommodations, Preparer, and Interpreter sections.

Step 1: Processing Information section (See Figure 7.1.8.1)

a. Type your answers in the open fields Where did you apply for your immigrant visa or
adjustment of status? and Where was your immigrant visa issued or which USCIS
office granted you adjustment of status?

b. Select Yes or No for the question Did you enter the United States with an immigrant
visa? If you select Yes, you must provide your destination in the United States at the
time of your admission and your port of entry.

c. Select Yes or No for the question Have you ever been in exclusion, deportation, or
removal proceedings, or ordered removed from the United States? If you select
Yes, you must provide a detailed explanation.

d. Select Yes or No for the question Since you were granted permanent residence,
have you ever filed Form 1-407, Abandonment by Alien of Status as Lawful
Permanent Resident, or otherwise been determined to have abandoned your
status? If you select Yes, you must provide a detailed explanation.

Figure 7.1.8.1: Processing Information —

Processing Information Step 1a

Where did you apply for your immigrant visa or adjustment of status? Ciudad Tuarez

Where was your immigrant visa issued or which USCIS office granted you adjustment of status? Ciudad Juarez

Did you enter the United States with an immigrant visa?

*] Yes | No <

Provide the following information:

What was your destination in the United States at the time of your admission? Texas T‘
Which Port of Entry were you admitted to the United States? EL PASO, TX (E LEI
Have you ever been in exclusion, deportation, or removal proceedings, or ordered removed from the Yes ’_T

United States?

Provide a detailed explanation in the box below =

Since you were granted permanent residence, have you ever filed Form 1-407, Abandonment by Alien of Yes |T
Status as Lawful Permanent Resident, or otherwise been determined to have abandoned your status? —

Provide a detailed explanation in the box below ™
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Step 2: Accommodations for Individuals with Disabilities and Impairments section.

a. If you are requesting accommodations because of a disability and/or impairment,
select Yes, check the boxes that apply to you, and enter a detailed explanation.

b. If you are NOT requesting accommodations, select No.

Figure 7.1.8.2: Accommodations for Individuals with Disabilities and Impairments

Accommeodations for Individuals with Disabilities and Impairments

Are you requesting an accommodation because of your disabilities and/or impairments?

& No € Step 2

& Yes

1 am deaf or hard of hearing and request the following accommeodation (If requesting a sign-language
interpreter, indicate for which language (e.g. American Sign Language)).
Comments™

I need a spanish sign language interpreter

' 1am biind or have low vision and request the following accommodation:
Comments™

I need USCIS cormrespondence written in braille.

%

| have another type of disability and/or impairment. (Describe the nature of your disability and/or impairment
and the accommodation you are requesting):
Comments”™

I need wheelchair access
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Step 3: Preparer section
a. If someone prepared this form for you, select the Yes, somebody else prepared
this form for me checkbox.

b. Enter the Preparers Name, Business/Organization Information, Mailing
Address, and Contact Information.

c. Select the appropriate checkbox to indicate if the preparer is an attorney or
accredited representative or not.

Figure 7.1.8.3: Preparer

Preparer

F ' Yes, somebody else prepared this form for me.

Preparer Name Preparer's Business/Organization Information

Family Name (Last Name}) Given Name (First Name) Preparer's Business or Organization Name

Chung Rosa General Legal Services

Preparer Mailing Address Preparer Contact Information

Street Number and Name Apt/Ste/Fir AptiSte/Fir Number Preparer's Email
3846 Fifth Select T rosafmail com

Country Preparer's Daytime Telephone Number
United States |v| (315) 489-5100

City/Town State Zip Code Preparer's Fax Number
El Paso Texas [=] 33462 (315) 489-5200

Step 3c

Preparer Information* <
-~

& Preparer is an attorney of accrediled representative | Preparer is not an attorney or accredited representative
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Step 4: Interpreter section

a. If someone interpreted this form for you, select the Yes, somebody else interpreted
this form for me checkbox. Enter a detailed explanation.
b. Enter the interpreter’s correct contact information.

Step 5: Select Save Draft to continue working in this section, Save and Exit to exit, or
Continue to Evidence Upload to continue to the next section

Figure 7.1.8.4: Interpreter

Interpreter
¥ Yes, somebody else interpreted the instructions and questions on this application for md
Interpreter Name Interpreted Language Information
Family Name (Last Name) Given Name (First Name) Interpreted Language
Chung Rosa Spanish
Interpreter Mailing Address Interpreter Contact Information
Street Number and Name Apt/Ste/Fir Apt/Ste/Fir Number Interpreter’s Business or Organization Name
3846 Fifth Select E General Legal Services
Country Interpreter’s Email
United States [v_l rosa@mail com
City/Town State Zip Code Interpreter’s Daytime Telephone Number
El Paso Texas [=] | 33462 (315) 489-5100
Step 5 Contoe o coence s >
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7.2 Evidence Upload

This section provides instructions for preparing acceptable documents to upload as evidence.
USCIS ELIS accepts evidence documents that follow specific file standards, file types, image
size, and image resolution. The Evidence Categories and Sample Documents for Form 1-90
section explains this information.

Scan and save your evidence documents as separate files. Creating separate files will allow you
to match and upload your evidence document to the requested type of evidence.

Note: All documents, responses, and comments must be in English or have English
translations.

Step 1: Review the information in the Evidence Upload and Evidence Categories and
Sample Documents for Form 1-90 sections.

Step 2: Proceed to the Upload Instructions section. (Section 7.2.1)

Figure 7.2.1: Evidence Upload

Evidence Upload

Based on your responses to the guestions in this application, you will need to upload supporting evidence. You must submit all required evidence and supporting documentation
with your application. Failure to provide required evidence may result in a delay in processing your application. Any document containing a foreign language must be
accompanied by a full English translation. The translator must sign a certification that the English language translation is complete and accurate, and that the translator is
competent to translate from the foreign language into English. See the application instructions for further details. /‘\

Evidence Categories and Sample Documents for Form-190 l
ou are required to SUbmIT supporing evidence for your application. [his chart identifies specific evidence categories an

Please submit all appropriate evidence in support of your application.

es of types of documents from each category.

Note: The list is not exhaustive, you may submit other types of documents in support of your application, pefition, or request.
Category Sample Types of Acceptable Evidence

Identity/Travel Documents USCIS requires a government-issued identification document (ID) to establish your identity, verify travel history, or to determine your
eligibility for the requested immigration benefit.

Examples:
+ Permanent Resident Card
+ Passport
+ Driver's license
» National ID
» Military ID
+ State-issued photo 1D
+ Any other government-issued ID that contains your name, date of birth, photograph, and signature.
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7.2.1 Upload Instructions

Prepare to upload your evidence documents. The Upload Instructions section provides
additional instructions for where to find the types of files that are accepted for the Form 1-90.

Step 1: Review the upload instructions.

Step 2 (Optional): Select the Click to view the File Upload How to Chart link to review
additional instructions on how to upload documents. The chart is displayed in Figure 7.2.1.1.

Figure 7.2.1.1 Upload Instructions

Upload Instructions

For each document that you submit, please select the "Category” from the drop down list provided. We recommend that you describe the type of document in the file name. For
example, if you are uploading a scanned image of your Permanent Resident Card consider "MyPermanentResidentCard jpg” as the file name.

Click to view the File Upload How To Chart.
List of All Acceptable File Standards Step 1

\
.i?i.: B Cickie k clg ihe File '..'IadIHT:rw-' Tg Chad

rer.Y
« Acceptable Not Acceptable
5 3 Save each
Acceptable File Standards: proaistoe Do NOT save
1 FPASSPORT VISA d ts
Bef load d evidence, pl e e tie, | mce )| o [_ange J) | peciere e
efore you upload your scanned evidence, pe_ase i Make file — . Inilidsals 1o
proper format. The file should be saved as an imagq name R bbb the same file.
document should end with a period () and one of th descriptive.
pdf, tif).
If possible,
keep pages Do NOT save
to the same multiple
documeant document
type in one types to the
file. same file.
Documents
separated Do Mot use Petnw‘n;\: P;:mwr-l
into multipla duplicate file | | v - Card
files should s image mage
use unigue i [frang) (back)
file names. ooy o
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7.2.2 File Upload

Below are step-by-step instructions on how to upload your file.

Step 1a: From the Type of Document drop-down menu, select the type of document you are

uploading.

Step 1b: Select the Browse button to locate and select the document.

Step 2: Once you select your document and see it listed, select the Start upload button.

Step 3: View your uploaded file(s) in the Uploaded Files section.

Step 4: Select the | am Ready to Review My Application button to continue.

Figure 7.2.2.1: File Upload

Application Fees: File Upload

Filing: S0
Biometric 585
Services o Select Document Type and Browse for Documents
Total: $85

= Only 5 files may be uploaded at a time
+ Maximum file-size is 60Me per file.

[savo ran | et

+ 1-90 Application

» Upload Evidence

* Review

+ Attestation/
Acknowledgement

+ E-sign

+ Payment

Type of Document: ™ [ Proof of Residence

File Name

Evidence_PDF_Proof_Residence. pdf

Evidence_TIFF_I|dentity tiff
Form 1-80 Instructions

Evidence_JPG_Employment jpg

+ Please make sure that your file is in a propg

=] (Eomer ]

fmat (bmp, doc, docx, gif, html,

Category
Proof of Residence
Identity/Travel Documents

Employment

Uploaded Files

Show (10 [+] entries
File name 4 Upload Category

Evidence_JPG_Employment.ipg Employment

Evidence_PDF_Proof_Residence pdf Proof of Residence

9 Selected Documents for Upload (Note: Click the "Start Upload™ button to begin uploading)

4

File Size

First

X Remove All

* Indicates Required Field

pptx, tiff, tif, txt, xIs, xIsx).

® Remove

® Start upload

Previous Next Last

Step 4
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7.3 Review Application

In this section, you can see your application, view the information you provided, and make
necessary changes.

The Review Application section shows the contents of your benefit request as a PDF
document (snapshot) and allows you to save and print the benefit request form.

Step 1: Read the information on the Review Application screen.
Step 2: Select the Click to review the application form button.

Step 3: Review the completed form in PDF format in a new screen. (See Figure 7.3.1 for an
example). You can save or print a copy of the form.

a. If you find any errors and need to make corrections, close the new screen with the
completed form and use the Navigation Panel on the left to select the section you
need to correct.

Step 4: Select Proceed to Attestation/Acknowledgement to go to the E-Sign screen.

Figure 7.3.1: Review Application

B
I/' 190 Application

Step 1

Review Application

Your responses may not appear in their entirety on your copy of this request. USCIS ELIS will sfill accurately record your entire response.

= My Status Please review your application in its entirety to ensure that it is complete and that all of the information contained in your application and in your supporting documents are true
« Account and correct. You may save and print a copy of your application for your records. If you need to make any changes to your application, please select I-90 Application on the left
- [ side of this page to return to your application

= Mailing Address

= Physical Address

= Contact

= Additional Information
= Processing Information
= Preparer
= Interpreter

Click to review the application form.:

by
Application to Replace Permanent Resident Card USCIS :l
Form 190
Department of Homeland Security OMB N, 1615.0082 =
US. Cisizenship aod Imenigraticn Services Expren 12312015 Step 3 Proceed to Attestation/Acknowledgement $

Part 1. Information About You | Physical Address

X -
and Name

2. USCIS ELIS Account Numbes fif any)

7d. Suk[pc | Te ZPCote[zooos |
7. Country Onited States

Your Fuli Name

NOTE: Your card will be issued i this name

(First Name)

I

3.c. Middle Name

Additional Information
4 legally changed since the issu: ’
[ Yes (Procg Nellpbers Sa.- S0 9. City/Town/Village of Bl

[ No (Px rl Numh 6 ]
No (Procedd 1o Itemn Nusbers s 61) b - - -
. 'y § ) g0l g o -~
[] NA-Ine vm%edm_p;e ,@,,ﬂﬂfw o - T " B

(Proceed 1@rem Numbel i
s St L R
Mo e

urrent n

NOTE: Anach all ehan
e your name exactly as reflected on your current
sident Card

La: o T\ ) o
N TER
S Middle Name | \ W/ A 11

Mailing Address -]
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7.4 Attestation and Acknowledgement Screen

In this section, you read and acknowledge that you understand the required appointment at the
USCIS Application Support Center and E-sign to the E-Signature Attestation and USCIS Privacy
Act Statement.

Step 1: Read the Acknowledgement of Required Appointment at USCIS Application
Support Center sections.

Step 2: Click | am Ready to E-sign My Application button.

Figure 7.4.1: Acknowledgement of Required Appointment

knowledgement of Required Appointment at USCIS Application Support Center
USCIS may require that you appear for an interview or provide fingerprints, photograph, andior signature at any time to venfy your identity, obiain additional information, and

conduct background and security checks, inchuding a check of criminal history records maintained by the Federal Bureau of Investigation (FBI), before making a decision on your
application. Aflar USCIS receives your appication and ensures it is complete, we will inflorm you in writing (or by email notice if you e-file your application), if you need to attend
a blometric services appointment. H an appointment is necessary, the notice will provide you the location of your local or designated USCIS Application Support Centar (ASC)
and the dale and time of your appointment. If you fail to attend your biometric services appointment, USCIS may deny your application

Review the LISCIS ASC Acknowledgement that appears below. The purpose of this acknowledgement i to confirm that you hawe completed your application, reviewed your
responses, and verified that the information was. provided b} you and is complete, true, and comect. if someone helped you fill out your application, that person Eyie the
acknowiedgement with you fo make sure you undersiand it

I, PEDRO GARCIA, understand that the purpose of 3 USCIS Application Support Center (ASC) appointment ks for me to provide my fingerprints
photograph, andlor signature, and to re-verify that all of the information in my application is compiete, true, and correct and was provided by me. |
understand that | will sign my name to the following declaration which LISCIS will display to me a3t the time | provide my fingerprints, photograph, andfor
signature during my USCIS ASC apposntment

By signing here, | declare under penalty of perjury that | have reviewed and understand my application as identified by the receipt
number displayed on the screen above, and all supporting documents, applications, petitions, or requests filed with my application
that | (or my attomey or accredited representative) filed with USCIS, and that all of the infermation in these materials is complete,
true, and correct.

I also understand that when | sign my name, provide my fingerprints, and/or am photographed at the USCIS ASC, | will be re-verifying that | willingly
submit this appéication; | have reviewed the contents of this application; all of the information in my application and all supporting documents submitted with
my application were provided by me and are complete, true, and comect; and if | was assisted in completing this application, the person assisting me also
reviewed this Acknowledgement of Appointment at USCIS Application Support Center with me

e
( Step z)—>

N——
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7.5 E-sign

The E-sign Screen displays the E-Signature Attestation and USCIS Privacy Act Statement. The
E-sign section allows you to read and agree to the E-Signature Attestation and USCIS Privacy
Act Statement, e-sign the benefit request, and proceed to pay for the Form 1-90.

Step 1: Read the information on Application Statement and select the 1a, 1b, or 2 check box.
You can only select one check box.

Step 2: Read the information on the Applicant’s Certification section.

OTE: Read the information on penalties in the Form 1-90 Instructions before completing this part. You must file Form 1-80 whil

in the United States \

Applicant’s Statement

Select the box for either item Number 1.a. or 1.b. If applicable, select the box for Item Number 2.

i 1.alcan read and understand English, and hayp read g sew®TT Every question and instruction on this application, as well as my answer to
every question. | have read and understand tiSeach fed: of Appoi at USCIS Application Support Center.

| 1.b The interpreter named, {Interpreter First Name} {Interpreter Last Name}, has read to me every question and instruction on this application, as
well as my answer to every question in {Interpreted Language}, a language in which | am fiuent. | understand every question and instruction on
this application as translated to me by my interpreter, and have provided complete, true, and comect responses in the language indicated above.
The interpreter named, {Interpreter First Name} {interpreter Last Name}, also has read the Acknowled of Appoi at USCIS
Application Support Center to me, in the language in which | am fluent, and | understand this Application Support Center (ASC)
Acknowledgement as read to me by my interpreter.

™ 2-1have requested the ser{\@e»s of and consented to {Preparer First Name} {Preparer Last Name}, who is not an atiomey or accredited j

representative, preparing this application for me. This person who assisted me in preparing my application has reviewed the Acknowledgement
of Appointment at USCIS Application Support Center with me, and | understand the ASC Acknowledgement.

Applicant’s Cerification

Step 2 Copies of any documents | have submitted are exact photocopies of unaltered, original documents, and | understand that USCIS may require that |
submit original documents to USCIS at a later date. Furthermore, | authorize the release of any information from any and all of my records that USCIS

may need to determine my eligibility for the immigration benefit that | seek

N

| furthermore authorize release of information contained in this application, in supporting documents, and in my USCIS records to other entities and
persons where necessary for the administration of U.S. immigration laws.

| certify, under penalty of perjury, that the information in my application and any document submitted with my application were provided by me and are
complete, true, and correct
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Step 3: Enter your full name and USCIS ELIS Password.

Ii;ure 7.5.2: Signature

Full Legal Name (First Name, Middle Name, Last Name)” Pedro Ga.rc'u@:

USCIS ELIS Password™ sessssess

Note: If you enter the wrong password 3 times, you will be locked out of USCIS ELIS for
20 minutes before you can log in.

Step 4: Read the Important Notes and once you're ready, click the Submit 1-90 button.
Figure 7.5.3: Submit I-90 and Important Notes

Important Notes

NOTE

Your typewritten full legal name and corresponding USCIS ELIS password submitted electronically as part of this [application, petition, or request] signifies that you have
signed and submitted this [application, petition, or request] under penalty of perjury

REFUNDS

USCIS will not refund fees if a [an] [application, petition or request] is denied, revoked, or withdrawn. If you accidentally paid twice or otherwise feel you paid a USCIS fee in
error, you may contact USCIS at 1-800-375-5283 for information on how to request a refund

WARNING

When you enter the Pay.gov system to make your payment, you will be asked to pay with a credit or debit card or through your bank account (ACH) via electronic check.
Once you have made your payment, DO NOT hit the "Back™ button on your Intemet Browser or hit the "Submit Payment” button at the bottom of the Pay.gov screen more

than one time - You will be charged more than once.
Stepd om0

November 12, 2014 46



USCIS ELIS Customer User Manual

7.6 Payment and Submission Confirmation

After you sign and submit Form 1-90, you will proceed to the Pay.Gov system to pay for your
application. Once you submit your payment, you will return to USCIS ELIS and confirm your
application was received.

Step 1: Once you submit Form [-90, you will be directed to the Pay.Gov system.

a. Enter your payment information if you are paying with a check or your bank account.
Click Continue with ACH Payment.

Figure 7.6.1: Pay.Gov System — Check Card

System Message

= The system has populated the Payment Date with the next available payment date.

Online Payment Return to your onginating application
Step 1: Enter Payment Information 1|2
Pay Via Bank Account (ACH) About ACH Debit

Required fields are indicated with a red asterisk *

Account Holder Hame:
Payment Amount: 5330.00

Account Type: v *
Routing Humber: *
Account Number: *
Confirm Account Number: *
Check Number:
Fouting Mumber Arcount Number

I
P0269LEPAI: 923 paghlr Ty agl

Payment Date: 03/22/2013

Select the"Continue with ACH Payment” bulton to continue Lo the next step in the ACH Debil Payment Process
[ Conbnues wath ACH Payment ] | Cancel |
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b. Enter your card information if you are paying with debit or credit card. Click Continue

with ACH Plastic Card Payment.
Figure 7.6.2: Pay.Gov System — Visa or Credit Card

Pay Via Plastic Card (PC) |ex: American Express, Discover, Mastercard, VISA)

Required fields are indicated with a red asterisk =

Account Holder Name:

Payment Amount: £330 00

Billing Address:

Billing Address 2:
Clity:
Siate [ Province:

Zip / Postal Code:

Country: United States

Card Type:

Card Numher:

Security Code: Help finding your =eper

Expiration Date: w -

Select the "Continue with Plastic Card Payment” button to continug to the naxt step in the Plastic Card Payment Process.

[ Cantinue with Plashc Card Payment ] | Cancel ]

{ote: Please avoid navigating the site using your browsars Back Button - this may lead to incomplete data being transmitted
nd pages being loaded incomectly. Please use the links provided whenever possible
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Step 2: Enter your email address and confirm your email address. Check the Authorization
and Disclosure box to authorize your payment. Click on the Submit Payment button.

Figure 7.6.3: Authorize Payment

Online Payment Beturn to your onginating agplication
Step 2. Authorize Payment {12

Payment Summary  Editthis information

Address Information Account Information Payment Information
Account Holder Mame: John Smith Card Type: Visa Payment Amount: £330 00
Billing Address: 123 Main 5t Card Number: “=**sss00221171 Transaction Date 08/21/2013
Billing Address 2: and Time: 10-21 ECT
City:

State | Province:
Zip ! Postal Code:
Country: USA

Email Confirmation Receipt
To have a confirmation sent 1o you upon comgletion of this trangaction, proside an email address and confirmation below
Email Address:

Confirmn Email Addreas: |
CcC:

Authorization and Disclosure

Required fields are indicated with a red asterisk

i authonze a charge to my card account for the above amount in g

Press the "Submit Payment” Bullon anly anca. Pressing the bulton mare than once could result in multiple transactions
| Submit Fayment | l Cancal ]
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Step 3: Once you submit payment, you will return to USCIS ELIS to confirm you successfully
paid for Form 1-90.

Figure 7.6.4: Submission Confirmation

Home  Profile
Form I-80 Instructions ESIGN
Congratulations. You successfully submitted your application, petition, of request on Wednesday, November 5, 2014
m at 12:19:48 PM.

1-90 Application s s - , A

This confirms that USCIS has received your application, petiion, or request on Wednesday, November 5, 2014 at 12:19:48 PM. You may print this page for your
Upload Evidence

records
Review
Attestation/ Il you would ke to receive text (SMS) and or email notifications when a change has been made to your case of account, please click on the "USCIS Customer
Acknowladgement Homepage” link below 1o manage your communication preferences
E-sign For assistance or questions regarding your application, petition, or request, you may call our National Customer Service Center at 1-800-375-5283 [TTY 1-800.767
Payment -1833]

USCIS Customer Homepage

Note: Once your case is submitted, you will not be able to make changes to your profile if
the adjudicator is reviewing your application.

Step 4: Once your case is submitted, you will be contacted by email or phone about updates
made to your account. Updates include your Receipt Notice, Biometrics Appointment, and
Receipt Number. Log into USCIS ELIS to read your Notice Date, Receipt Number, Applicant
Name, and Notice Type located on your home page in the Recent Notices section.

Note: After you receive your Receipt Notice, you will receive a Biometrics Appointment
with the Applicant Service Center (ASC). You are required to attend and provide biometric
information such as a passport-style photograph, signature, and fingerprints. You may also
receive a Request for Evidence (RFE).

To learn more about your case’s status and RFE’s, see Section 8.0 Check the Status of Your
Cases.
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Ii;ure 7.6.5: Recent Notices

Contact Us  Accessibility FPlug-ins  Log Out
U.S. Citizenship
and Immigration
Services

m Profile

Recent Notices Actions
_ . . N = Manage My Contact Preferences, Change
MNotice Date Receipt Number Applicant Name Motice Type fry Addrassas
1001114 IOEOT33696765 sz’“' LOPEZ LUPE o cintment Scheduled * Viaw All My Cases
1001714 ICEOT33606TES ::\'I:BA-L LRSI Receipt Motice

Wiew All Nolices

Recent Cases

Receipt Number: IDEDNTIIE0ETRE
Request Type: Application to Replace Permanent
Residance Card
Case Recelved Date: 10:01/2014
Received As: EFile
Status: In Process
Status Message: Your benefil reguest has been
accepted and IS under review.
Pending Action:
Draft Expiration Date:

View Case Delails for IDEQ0TI3606765

November 12, 2014 51




USCIS ELIS Customer User Manual

8.0 CHECK THE STATUS OF YOUR CASES

Log into USCIS ELIS. On the Customer Home Page, you can review your receipt number,
check the status of the case, read your status message, and review your case documents.

This section gives you instructions on how to check the case status and case documents.
Step 1: Enter your Email Address and Password.

Step 2: Select the Log In button.

Figure 8.0.1: Customer Login

Sign in to USCIS Create a NEW Account

If you want to apply onli
you 3 Q

ne OR if you received a Case Passcode,
i account.

Email
Address: |

line Account:
efit with Step-by-Step Guide

Password:

Log In e ]
» Check Case Status

Create a NEW Account

Step 3: In the Recent Cases section, select the case you want to review. Click on View Case
Details to review the case’s receipt number, accepted case information, and document links.

Step 4: Write down the receipt number for your case to use later.

Figure 8.0.2: Receipt and Case Documents

Recent Cases
% |

Receipt Number: [0E0014239637 Receipt Number: 10E0549628456

Request Type: Application to Replace Permanent Request Type: Application to Replace Permanent

Resident Card Resident Card
Case Received Date: 09032014 Case Received Date: 09/0372014
Received As: EFile Received As: EFile
Status: In Process Status: Clased
Status Message: Your benefit request is pending Status Message: USCIS has denied your application,
because USCIS has issued a petition, or request. Please see
Request for Evidence (RFE) and is your Denial Notice for additional
awailing a response from you o information and instructions on how
your representative. to file an administrative appeal (if
Pending Action: Pending RFE Response appeals are permitted for your
Draft Expiration Date: request type)

Pending Action:

View Case Details for IOE0014239637 s
Draft Expiration Date:

) View Case Details for IOED549628466

Step 3
\-/

Note: You may see more than one case if you have previously applied for a benefit in
USCIS ELIS, otherwise you will only see the recently filed benefit.
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9.0 RESPONDING TO A REQUEST FOR EVIDENCE (RFE)

This section provides instructions on how to respond to an RFE. USCIS may ask you for
additional information such as Proof of Residence, Identity/Travel documents, Employment
verification. You will be notified by email or phone if you need to respond to an RFE. In order to
respond to an RFE, you will need to log in to the USCIS ELIS portal. The RFE notice will appear
in the Recent Notices section on your Home page.

9.1 Log in to USCIS ELIS
Log in to USCIS ELIS to respond to an RFE and review other tasks.

Click the following link to launch USCIS ELIS: https://myaccount.uscis.dhs.gov

Step 1: Enter your email address and password.

Step 2: Select the Log In button.

Figure 9.1.1: Sign In to USCIS

Sign in to USCIS

Email
Address: || ¢ ( Step 1
Password:

Step 3: Once you are logged in, select the Home tab to proceed to Recent Notices.

Figure 9.1.2: Home Tab and Recent Notices

rofile, Step 3

Recent Notices

Notice Date Receipt Number Applicant Name Notice Type
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9.2 Review Receipt Notice and RFE Notice
When you are ready to review the Receipt Notice and RFE notice, follow the instructions below.

Step 1: Read the Notice Type. If you have an RFE, select the Request for Evidence link to
open the PDF document in a new browser window. After you review the file, close the PDF to
return to the Home tab.

Fﬁure 9.2.1: Request for Evidence

m Profile

Recent Notices Actions
= = i = = Manage My Contact Preferences Change
Notice Date Receipt Number Applicant Name Notice Type my Addresses
102414 IOE0142008826 JEFFERSON, JOHN NMN Recaipt Notice * View All My Cases
10024i14 IOEO142008826 JEFFERSON, JOHN NMN Appainiment Scheduled
T024i14 IDE0142008826 JEFFERSON, JOHN NMN Request for Evidence l

View All Notices

Step 2: Select the View Case Details for [receipt number] link for an In Process case (a case
pending a RFE response).

Step 3: Review the Status, Status Message, and Pending Action of the case and continue to
next section.

Figure 9.2.2: Review RFE Notice and Pending RFE Response

Recent Cases Step 3

Receipt Humber: IOEDRT 4239637
Request Type: Applcaton 1o Replace Permanent
Resident Cand
Caze Recaived Datg: Do0EI14
Recoived As: EFds
Status: In Process
Status Message: Your benefit request = pending
becase USCIS has Esued 3
Rsguies! for Evidencs (RFE) and i
awaiting a response from you oo
your Fepresentative

Receipt Mumber: I0EMS40628456
Request Type: Application to Replace Permanan
Residan] Cand
Case Received Date: T900L2014
Received As: EFila
Status: Chosed

Sisius Message: LUSCIS has denied your appication
petition, or request. Fleace saa
wour Dendal Malics for addafional
rfonmabon and nstneschons on how
1o fily an adminisieaiive appeal (0
appaaks are permiled for your
mequesi fype)

Dwaft Expiration Date;

View Case Datails for IGEM14239637 I e
i . - Draft Expiration Date:

Wiew Case Delaits for IDEQNS49528465

Note: Always review your Status Message to review the reason of your status. The status
message will also help you know how to proceed.
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9.3 Respond to an RFE and Uploaded Evidence

This section provides instructions for how to review uploaded evidence and respond to an RFE
request.

Step 1: Once you review your Recent Cases, read the information in the Case Details section.
You can also Upload Additional Documents, and View your Snapshot to confirm the
pending RFE.

Ii;ure 9.3.1: Case Details

Contacd Us  Accessibity Plug-ing  Log Out

> U.S. Citizenship
_ -, and Immigration
Yo Services

Receipt Number: IDEQD14230637 = =
Request Type: Agplicabion to Replace Permanent Resident Card 0 @

Case Received Date: 03/032014
Received As: EFia Upload View Snapshol

Additional

Siatus: Fending D
uments

Status Massage: Your banefl request ks pending bacause USCIS has
issued a Request for Evidence (RFE) and is awaiting a
reSponse Irom you af your representative.

Pending Action:

Step 2: Click on Uploaded Evidence to expand and review the following sections:

e Evidence Uploaded in Response to a Request for Evidence
e Case Uploaded Evidence
Step 3: Select Respond to RFE.

Note: You must submit ALL documents requested in the RFE. If you fail to submit all of the
request evidence, USCIS may deny your application for failure to submit requested
evidence.

If you choose, you may submit other documents after responding to the RFE by selecting
Upload Additional Documents button, but USCIS is not required to review or accept such
documents when making a decision about your case.

Make sure you respond by the date requested and check your RFE status.
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Figure 9.3.2: Uploaded Evidence and Respond to RFE

Request for Evidence |RFE)

(D13}

decision on you Case.

RFEID
000609

w Uploaded Evidence

show (10 [=] entries

Showing 0 o 0 of O entries

v Case Uploaded Evidence

Show (10 [=] entries
File Name
I-30_Rdentity tiff
Showing 1to 1 of 1 entries

4 Issued On
102472014

w Evidence Uploaded in Response to

RFE ID “  File Name

You musi submil all documents requested in this RFE. If you fail to subml 2l of the requested evidence, USCIS may deny your application for failure to submit requested evidence in accordance with & CFR 103.2

If you choose, you may submit other documents after responding to the RFE by selecting "Upload Additional Documents” above, but USCIS = nof reguired to accept or review such documents when making 2

| equested ' Respond to RFE

% File Upload Date ]

4 Category % Uploaded B [

First Prewvious Mext Last

File Upload Date & Category 4 Uploaded By 4
102472014 Identity Travel Documents JOHN JEFFERSON

First Previous 1 MNext Last

& Respond By ¥ RFE Stalus ¥ Action

DIM92015 R
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9.4 Upload Evidence Files to Respond to an RFE

This section provides instructions for uploading evidence files to respond to an RFE.

Step 1: Select the document type from the drop-down menu. “Employment” is selected in
Figure 8.4 as an example.

Step 2: Select Browse to navigate and select a file.

Step 3: Select Start upload (See Figure 9.4.1).

Figure 9.4.1: Upload Evidence Files for RFE Response

Respond to RFE

® indicates Riguitid Fild
* Indicales Reguired Feaid

o‘ Select Document Type and Browse for Documents

= Only 5 files may be uploaded al a ima

+ Madmum Me-size i S0wma per file

+ Please makea sure that your fila i in @ proper
Type of Document: ™ | Employment

N

9 Selected Documents for Uplosd (Note: Click the = Stan Upload™ bution b bégin uploading) Step 3

File Hame Category Fibe Skze Action

Evidence JPG F-.mpfoymen!jﬁ Employment m
[Elchoose Fieto Upoad X Remove Al @ Start upload
U [ | % BS » EUT » Evidence -lo,” Search Evidenc

Organize = New folder

Close
Name Date modified Type

- & Badence PG Employment BT MM IPEGimage

| K Bvidence POF_Proof Residence / Adobe Acrobat D..

® | & bidence_TIFF identity 202 FF ivage

L

! |

L,

&

L]

-

G- i ] '
File name: | AllFiles (n7) ]
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9.5 Confirm Evidence Upload

After you upload your documents, confirm that they have uploaded successfully (See Figure
9.5.1).

Step 1: Review the confirmation message.

Step 2: Confirm the uploaded file record in the Evidence Uploaded in Response to a Request
for Evidence section.

Step 3: Select the X to close the Respond to RFE pop-up screen.

iure 9.5.1: Complete Upload

Respond to RFE
;C_I:;;'i?_es.pond ta R
® indicales Required Fiold
" Indicates Reguired Feald

o Select Document Type and Browse for Documents

= Only 5 Mies may be uploaded at a ime.
* Madmum fls-size is G0ue par file
+ Please make sure thal your il & in a proper farmal (bmp, doc, docx, gif, Mml, hum, jpeg, ipg, pdl, ppt, pplx, G, GF, tad, xis, xsx)

Type of Document: ™| Select Category [=] [ EBrowse..

9 Selected Documents for Upload (Naote: CHEK the ~Start Upload™ Butto

() SUCCESS: Upload Successhl

No documienls selecied

£ o

Case Details

Receipt Number: |DE0014239637 - -
Request Type: Apphcation o Replace Permanent Resident Cand o @
Case Received Date: (/032014
Roceived As: EFie Upload View Snapshot

Status: In Process Additional

Status Message: Your benofit requeest has been accepiod and i undos Hlackpents

TR,
Pending Action:
Request for Evidence (RFE)
RFE ID 4 Issued On % Respond By ¥ RFE Status Action

1000452 002014 11282014 Submitted Respond o RFE

w Uploaded Evidence
w Evidence Uploaded in Response 10 a Request lor Evidence

Show (10 [+] entries

RFE ID 4 File Mame $ File Upload Date % Category § Uploaded By $
1000482 Evidence_JPG_Employment 0RVZI4 Employment
Showing 1 to 1.of 1 entrees First FPrevious 1 Mext Last
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9.6 Upload Additional Documents

This section provides instructions for uploading additional documents when responding to an
RFE.

Step 1: Click on the Upload Additional Documents button. Read your case’s Status, Status
Message, and Pending Action for more information.

Figure 9.6.1: Upload Additional Documents

Step 1
Recelpt Number: 10E01420088.26 —o
Request Type: Application fo Replace Permanent Residence Card o

Case Received Date: 1072472014

Case Details

Received As: EFile Upload View Snapshot
Status: In Frocess Additional
Documents

Status Message: Your benefil request has been accepled and is under
Teview
Pending Action:

Step 2: Upload your additional documents. Select the type of document and browse your
computer to upload.

Figure 9.6.2: Document Type and Browse

Upload Additional Documents

You may upload any additional evidence to support your case.

Please note: USCIS is not requined 1o accepd or review this additional evidence if you werna reguired to submit it with your application, petition, or reguest or it
you are not respondng to a Request for Evidence

* Indicates Reguired Field

0 Select Document Type and Browse for Documents

+ Only 5 files may be uploaded al a ima.
= Maximum file-zize s GMB per ke
= Please make sure that your file is in @ proper format (jpeg, jpg, pdf, tiff, t

Type of Document: * [T Trr s =]

e Selected Documents for Upload {Mote: Click the =Start Upload™ button to begin uplogfiing)

=2 Choose File to Upload

CIG) =& » Fies - | +3 | Search Files l L

Organize = New folder = - [l IQ

i Favorites - Mame Date Type Siz
Ml Deskte |,£ Additional_Evid_Uploaded_by_Extemnal_User  8/20/2004 ... TIFF image

& Downl

#il Recent =

4 Libraries
|_l| Dacurm
d" Mlusic
| Picture
B videos

M Comot T I | 4

Filz name=  Additional Evid_Uploaded by Bt + [hll Files (".7) =

Open Iv I Cancel

November 12, 2014 59



USCIS ELIS

Customer User Manual

Step 3: Review the uploaded document. Click on the Start Upload button.

Figure 9.6.3: Start Upload

Upload Additional Documents

You may upload any additional evidence 10 SUDPOM your case,

you are nof responding fo a Reguest for Evidence.

Please note: WSCIS is not required to accept or review this additional evidence if you were reguired to subm it with your application, petition, or reguest or if

0 Select Document Type and Browse for Documents

+ Only 5 Tiles may be uploaded at a ime
» Maximum file-size i= GaB per file
+ Pleasa make sure that your fila is in a3 proper format (jpeg, jpg, pdf, G, tif)

Type of Document: * [ Proof of Residence 3 | Browsa_. |

* Indicates Required Field

9 Selected Documents for Upload (Mote: Click the * Start Upload™ button to begin uploading)

File Name Category
Additional_Evid_Uploaded_by_Exlarnal_User. T Proof of Recidence

Step 3

File Size Action

Step 4: Read the success message. Click on the Close button.
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Figure 9.6.4: Success Message and Close button

Upload Additional Documents x

You may upload any additional evidence to support your case.

Please note: USCIS is nol required to accept or review this addilional evidence if you warne required 1o submil it with your application, palltion, or reguest or if
yiou are not responding 1o a Request for Evidence.

* Indicates Required Field
o' Select Document Type and Browse for Documents

= Only 5 files may be uploaded at a time
+ Maximurm fila-cize i Gy per file.
= Please make sure that your fil2 5 In a proper format (ipeg, [pg, par, 1, 1)

Type olDocunwm:"_sﬂmcmEm_- [=] | Browse. |

Step 4

e Selected Documents for Upload (Mote: Click the " Stan Upload™ button to begin uploading)

l@ SUCCESS: You have successiully uploaded your docurmentis).
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10.0 RESPONDING TO A CLOSED CASE

After you respond to an RFE, your case will close for further investigation from an adjudicator. If
your case is approved, it will close, and you will receive your proof of benefit in the mail. If your
case is denied, it will close, and you will need to review your recent notice and file for an
administrative appeal.

10.1 Closed Approved Case Notice
To review your case’s status, remember to check the Recent Cases section on the Home page.
Read the instructions below for a closed case.

Step 1: Review your Recent Cases. If your Status says “Closed”, then your case has been
approved.

Step 2: Read the Status Message. The message will say “USCIS has approved your
application, petition, or request. USCIS will mail your proof of benefit or USCIS action to you.”
The Status and Status Message are also in the Case Details section.

Figure 10.1.1: Closed Case

Recent Motices Actions

. _ . - = Manage My Contact Preferences, Change

Notice Date Receipt Number Applicant Name Notice Type my Addresses
" P

1024114 I0E0017882004 ﬁ:;':'ﬂsg“' AOHNATHAN - o caipt Notice * View Al My Cases

v JEFFERSON, JOHNATHAN Appainiment
10724114 IOEND 17382094 NMN Scheduled

JEFFERSON, JOHMATHAN

102414 IOEN17882094 KN Reguest for Evidence

View All Notices

Recent Cases

Receipt Number: |OE0017882004
Request Type: Application 1o Replace Permsanent
Rasidence Card
Case Received Date: 10/24/2014 Step 1and 2
Receivid As: EFile
Status: Clozsed

Status Message: UISCIS has approved your
application, pebtian, or request
USCIS will mail your proof of
benen or USCIS action to you.

Pending Action:

Dralt Expiration Date:

View Casa Details for IOEQQ17282094
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10.2 Closed Denied Case Notice

Read the instructions below for a denied case notice.

Step 1: Review your Recent Cases. If your Status says “Denied”, you will need to review the
denial notice (located in your Recent Notices section) for instructions on how to file for an

administrative appeal.

Step 2: Read the Status Message. The message will say “USCIS has denied your application,
petition, or request. Please see your Denial Notice for additional information and instructions on
how to file an administrative appeal (if appeals are permitted for your request type).” The Status
and Status Message are also in the Case Details section.

I;iqure 10.2.1: Denied Case

Profile

Recent Notices

Motice Dats Receipt Numbar Applicant Name
1024114 100017382094 JEFFERSON, JOHNATHAN
KM
JEFFERSON, JOHNATHAN
10724114 100017332084
KM
e AT A
102414 I0E0017832094 JEFFERSON, JOHNATHAN
HNMH
“zan - JEFFERSON, JOHNATHAN

NMN

Recant Cases

Receipt Number: |OEQ017882004
Request Type: Application to Replace Permanent
Residence Card
Case Received Date: 10:24/2014
Received As: EFle
Status: Closed
Status Message: USCIS has denied your appication
petition, or request Please see
your Denial Nedice for additional
information and mstructions on how
to file &n administrative appeal (if
sppeals are permitted for your
request type)
nding Action:
Draft Expiration Date:

View Case Details for IOEGD178382094

Actions
+ Manege by Contact Preferences, Changs
Notice Type Create ksl . g
my Addresses
Denial Notice New + Viaw Al My Cases
Case

Reguest for Evidence

Apponiment
Scheduled

Recsip! Nolice

View All Notices

November 12, 2014

63




USCIS ELIS Customer User Manual

11.0 WHERE TO FIND HELP

For application questions, issues or suggestions, contact the Customer Contact Center at
https://egov.uscis.gov/cris/contactus, or call the USCIS National Customer Service Center toll-
free at 1-800-375-5283 or 1-800-767-1833.
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APPENDIX A — GLOSSARY

The following terms and definitions are helpful when navigating United States Citizenship and
Immigration Services Electronic Immigration System (USCIS ELIS).

Term

Definition/Description

A-Number

The alien registration number, which the Department of Homeland Security
assigns to each foreign national. It is an "A" followed by eight numbers (for

example: A12 345 678). Some recently-issued A-Numbers consist of an "A"
followed by nine digits (for example: A 200 345 678).

Accepted

USCIS will accept a case when all the required application information is
submitted, including all required signatures and either a cleared payment or
an approved fee waiver request.

Account

USCIS ELIS creates internal accounts for all benefit seekers and
representatives when their cases are accepted in USCIS ELIS, even if they
did not use e-filing to submit their case. Accounts contain information about
the individual, including contact information.

Adjustment of
status

When individuals who are already in the United States apply for a Green
Card, they are seeking to change their status from a nonimmigrant or

temporary parolee to a lawful permanent resident. The common term for
this change to lawful permanent resident status is “adjustment of status.”

Alien Any person who is not a citizen or national of the United States.
L A form filed by anyone seeking an immigration benefit, such as a Green
Application C
ard.
éﬁggc(:)arttlon The office responsible for verifying identity and obtaining biometrics

Center (ASC)

(photograph, signature, right index fingerprint, set of 10 print fingerprints).

Beneficiary

A foreign national who will receive the immigration benefit. This foreign
national can be sponsored by a family member or a business, or can also
petition for himself. For example, if a husband files a petition for his wife to
get an immigrant visa to come to the United States, the wife is the
beneficiary.

Benefit request

When you apply for an immigration benefit (such as an extension of stay
for a nonimmigrant), you submit a petition or application. These petitions
and applications are known as benefit requests.

Biographic Information about an individual's history, such as birth place, birth date,
information citizenship, and marital status.
Bi . An applicant’s biometrics may consist of a passport-style photograph, a
iometrics . : . . . 1 ) !
right index fingerprint, a signature and a 10 print set of fingerprints.
USCIS ELIS treats each application as a case and tracks each case
Case through the adjudication process until USCIS makes a decision on the

application.

Case passcode

When a representative e-files an application, USCIS ELIS emails a shared
code to a primary applicant encouraging him or her to create an account. It
allows a primary applicant to electronically accept or decline the application
or petition filed by a representative through a digital signature. E-signed
snapshot establishes a legal record of primary applicant's input at a
particular time.
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Term Definition/Description
Code Of. Federal Title 8 of the CFR lists all the rules and regulations describing how USCIS
Regulations A
will implement the laws passed by Congress.

(CFR)
Class of The classification code given to foreign nationals when they are admitted to
admission (COA) | the U.S. or receive a Green Card.
Country of birth , , .
(COB) The country in which a person is born.
Countrv of The country that a person is the citizen of, whether through birth or

ountry ¢ naturalization (if he or she has not renounced or lost citizenship). This is
citizenship he country that llegiance to and is entitled to be protected
(COC) the country that a person owes allegiance to and is entitled to be protecte

by.

Communication

Your preference for receiving notices about your application. You can
choose to receive noticed online only, by email, or by SMS text messaging.

preferences You can indicate your preference after you submit an application by
changing your communication preferences on your USCIS ELIS profile.
A foreign national admitted to the U.S. for lawful permanent residence but
Commuter permitted to reside in Canada or Mexico while commuting daily or
seasonally to work in the U.S.
A conditional permanent resident receives a Green Card that is valid for 2
Conditional years, based on either a qualifying marriage of less than two years or an
permanent investment. In order to remain a permanent resident, a conditional
resident (CPR) permanent resident must file a petition to remove the conditions on the
card during the 90 days before the card expires.
E-file Electronically file an application online to USCIS for an immigration benefit.
An individual electronically signs an application or petition in USCIS ELIS.
E-sign An e-signed shapshot establishes a legal record of that individual’s input in
USCIS ELIS at a particular time.
Evidence Documentation verifying statements made on an application or petition. For
example, a birth certificate may be evidence of place and date of birth.
Entry without The term used to refer to foreign nationals who entered the U.S. without

inspection (EWI)

being inspected by an immigration officer.

Identity evidence

Any government-issued document used to verify biographic data about a
person. Examples include passports and driver’s licenses.

Immigrant

The U.S. government assumes that all foreign nationals are immigrants
except for those who are nonimmigrants.

Immigration and
Nationality Act
(INA)

The INA, along with other immigration laws, treaties, and conventions, is
the law that defines immigration, temporary admission, naturalization, and
removal of aliens in the United States.

Lawful
permanent
resident

Any person who is not a citizen of the United States who the U.S.
government has legally granted the privilege of residing and working
permanently in the U.S. as an immigrant. Also known as having a Green
Card.
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Term

Definition/Description

Notice

USCIS will send a notice to you or your representative if USCIS is taking an
action in your case that may require you to respond. The notice is a legal
document that lets you know what you have a right to know and what
USCIS is legally required to communicate. It contains personally
identifiable information. The notice may be on paper or stored in USCIS
ELIS as digital content where you or your representative can retrieve it.

Notification

An electronic update about your case or account sent to you using email or
SMS text. A notification may tell you to expect a written notice or
document, or instruct you to log in to your account to retrieve a notice. A
notification does not contain personally identifiable information.

Online access
code

A shared secret code, establishing security of identity, mailed to a primary
applicant (whose representative e-filed) encouraging him or her to establish
online access.

Online account

Primary applicants and representatives use online USCIS ELIS accounts to
e-file applications, view notices, and respond to requests for evidence.

Also known as a Green Card, a Lawful Permanent Resident Card, or a

Permanent Form 1-551, this card is your proof of lawful permanent resident status.

Resident Card Alien Registration Receipt Cards may not necessarily be proof of
permanent resident status.

Portable One of the electronic document standards accepted by USCIS ELIS.

document format
(PDF)

Adobe Reader is Adobe's free download for displaying and printing PDF
files.

Port of entry A designated location for entering the U.S., such as an airport, ship port or
(POE) border crossing.

Relatives of U.S. citizens or lawful permanent residents who do not qualify
Preference . . . . . .
relative as immediate relatives. Preference relatives are subject to the numerical

limitations imposed on immigration to the U.S. and require a visa.

Properly filed

Refers to a Form 1-90 that is filed with the correct fee and properly signed.
If the applicant is less than 14 years of age, the parent or guardian may

application sign the application.
The date that USCIS enters the application information into CLAIMS (see
Receipt date definition). This date is NOT the filing date and is NOT used in determining

the application’s processing order.

Received date

The date that the application is physically received by USCIS. In the case
of the Form [-90, this refers to the date the application was received at a
USCIS Lockbox or e-filed by the applicant. For properly filed applications,
this is the date that determines the processing order and times. For all legal
purposes and statistics, this is the USCIS’ date of record. The received
date may also be referred to as the filing date.

Reject

USCIS will reject an application if it includes an incorrect fee amount, an
unsigned or missing fee payment, or an unsigned application.
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Term Definition/Description
A person authorized to appear before USCIS on behalf of someone else.
Representative USCIS will not recognize the representative unless the person has filed a
Form G-28 signed by the client.
Status An immigration classification assigned to a foreign national who has

entered the U.S.
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APPENDIX B — ACRONYMS

The following acronyms and definitions are used in the processing of Form 1-90, but may not be
used in this document.

Term Definition/Description

ASC Application Support Center

DHS United States Department of Homeland Security
OTC Office of Transformation Coordination

OTP One-Time Password

PDF Portable document format

Pl Personally Identifiable Information

RFE Request for Evidence

USCIS United States Citizenship and Immigration Services
USCIS ELIS mg?grast’i?):‘egg:iezrﬁnship and Immigration Services Electronic
USPS United States Postal Service
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